Teachers and Instructors (School Level Program Approval Report)
Log into DEP (see Getting Started instructions) and click on Enter School Data (on the right).

Click on the Edit button in the Action column to the right of your school.
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# VIRGINIA DEPARTMENT OF EDUCATION
>» DEP >» School Data Entry
Enter School Data
Li it
oot Enter Division Data
School Data Entry
‘Submit Data to DOE
(+)Administration
Below is the list of schools in the division with Driver Education programs along with the status of the data submission for Reports
each. Clicking the Editlinkin a school's row will open the data entry page(s) for that school. All must have a status of
Complete” before the division can send the data to the DOE. uEST
User Information
Enter the required infarmation on the two data entry pages and click the Submit button to complete the process for each Warie Williams
listed schaol marie williams
Dept of Education
The list of schools may be sorted as required by clicking the column title for the data element desired. Clicking to title Staft
once will sertthe list on thatitem in ascending order, clicking it again will sortthe listin descending order.
Wise County (096)
1 indicates column is sertable
E— — n = VDOE Application
Student receiving in-car instruction during Data Entry -
gh School Name { | o tar school year 20112012 1 m Status 1 Contact
Appalachia High 0 o 0 Mot Started  Edit Vanessa Wigand
Central High 0 0 0 Not Started  Edit (804) 225-3300
Eastside High 0 ] 0 Mot Started  Edit E=m
Found High [ a 0 Mot Started  Edit o
St Paul High Q o 0 NotStarted  Edit VDOE SSWS Admin
Unign High 0 Q 0 Mot Started  Edit Vickie MeCrary
Wise County Career- (804) 225-2827
0 0 0 Not Started  Edit
Technical Center - # EMail
-

&J Local intranet

Click on the Edit button in the Action column to the right of the Driver Education Teachers/Instructors form.

The instructions are at the top of the page, and you will scroll down to the area with the buttons that will allow you to enter information and
then submit the report.
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T VIRGINIA DEPARTMENT OF EDUCATION . . 2
S5WS Menu >> DEP >> Sch )ata Entry >> Enter Data >> Driver Education Teachers/instructors

Enter School Data
Logout
. . Enter Division Data
Driver Education Teachers/Instructors
Submit Data to DOE

(+)Administration
Below is the list of teachers at this school identified with the Driver Education program. Clicking the Edit link in a teacher's
row will open the data entry page for thatteacher_ If a teacher is notin the list click the Add TeacherInstructor button to
add them to the list. TEST

User Information

Reports

The list may be sorted as required by clicking the column title far the data element desired. Clicking to title once will sart Warie Williams
the list an that item in ascending order, clicking it again will sortthe listin descending order, marie.williams
Dept. of Education
Once you have provided all of the required infermation, and checked to make sure the infermation is accurate, please Staft
click the button below marked “Submit to School Division™ to complete your submission.
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information.
Any additional changes must be made by the school division. All update controls will be removed and all Edit links will be VDOE Application —
changed to View Contact
Vanessa Wigand
Once submitted, each school must print the Approval Report and send it to the Division Superintendent for (04:‘225’3300
signature/approval.
Please read and understand the certification text just above the Submit butten. VDOE S5WS Admin
Vickie McCrary
School: APPALACHIA HIGH (804) 225-2827
] indicates column is sortable -

& Local intranet
—_—
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1y Start

If DEP has not been used to enter the Teachers/Instructors information before, the screen will appear as shown below. In future years,
information you have entered the first year is carried forward and displayed the next year so it can be edited. (New teachers and instructors will
be added; teachers and instructors no longer teaching will be deleted.)
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The list may be sorted as required by clicking the column title for the data element desired. Clicking to title once will sort Warie Williams =
the list on thatitem in ascending order, clicking it again will sortthe listin descending order. marig.williams
Dept. of Education
Once you have provided all of the required information, and checked to make sure the information is accurate, please Staff
click the button below marked “Submit to School Division™ to complete your submission.
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information
Any additional changes must be made by the school division. &l update controls will be removed and all Edit links will be VDOE Application
changed to View. Contact
Vanessa Wigand
Once submitted, each school must print the Approval Report and send it to the Division Superintendent for (804) 225-3300
signature/approval.
Please read and understand the certification text just above the Submit butten. VDOE SSWS Admin
Vickie McCrary
School: APPALACHIA HIGH (804) 225-2827
1indicates column is sortable €
m— Teacherfinstructor Type 1 Teacher/instructor License Number {
= :LAdobe's Acrobat
No Data Available
Reader
| certify that the proposed driver education program meets all the requirements for a state-approved program as E._J
specified by the Cade of Virginia and the Curriculum and Administration Guide for Driver Education in Virginia. | Wicrosoft Excel
understand that only teachers with a valid Virginia teaching license and an endorsement in driver education may deliver Reader
classroom and in-car instruction. Approved paraprofessionals may conduct in-car driver education instruction when .
supervised by properly-endorsed staff. | understand that students who receive instruction from a teacher without a
driver education endorsement will not be eligible for a Virginia driver's license.
Add Teacher/Instructor Submitto School Division ]
Start of Page
v

& Local intranet hov| Hiown -

Do not submit a blank submission.
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The list may be sorted as required by clicking the column title far the data element desired. Clicking to title once will sart Harie Williams =5
the list on thatitem in ascending order, clicking it again will sortthe listin descending order, marig.williams
Dept. of Education
Once you have provided all of the required information, and checked to make sure the information is accurate, please Staff
click the button below marked “Submit to School Division™ to complete your submission.
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information
Any additional changes must be made by the school division. All update controls will be removed and all Edit links will be VDOE Application
changed to View. Contact
Vanessa Wigand
Once submitted, each school must print the Approvagi — (04)225*3300
signature/approval. Message from webpage -
Please read and understand the certification text just 3 \g‘) Are you sure you wank to proceed with blank submission? VDOE SSW$ Admin
Vickie McCrary
School: CENTRAL HIGH (804) 225-2827
1 indicates column is sortable -
m— Teacherfinstructor Type 1 Teacher/instructor License Number {
- }”Adobe's Acrobat
No Data Available
Reader
| certify that the proposed driver education program meets all the requirements for a state-approved program as E_]
specified by the Code of Virginia and the Curriculum and Administration Guide for Driver Education in Virginia. | Wicrosoft Excel
understand that only teachers with a valid Virginia teaching license and an endorsement in driver education may deliver Reader
classroom and in-car instruction. Approved paraprofessionals may conduct in-car driver education instruction when
supervised by properly-endorsed staff. | understand that students who receive instruction from a teacher without a
driver education endorsement will not be eligible for a Virginia driver's license.
Add Teacher/Instructor Submitto School Division ]
Start of Page
v

[depidata_entry.do
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Click on the Add Teacher/Instructor button and enter one teacher or instructor at a time. Do not click the “Submit to School Division” button
until you are sure all teachers and instructors have been entered. (Division level staff can make changes until they submit the Division Level
Report to DOE. Then it is necessary to contact DOE to open the submission window.)

The top section of the report is shown below. You’ll need to scroll down to complete all the information that is required.

First select the type: teacher or paraprofessional. Names and driver license numbers are required for both. For teachers you must select the
type of instruction they provide and then complete the information immediately below the Driver License number field. For paraprofessionals,
“in-car only” is displayed and the information in the paraprofessionals area.
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S5WS Menu >> DEP Home >> School Data Entry >» Enter Data >> Dri eache = >> Add/Edit Teacherfinstructor
Enter School Data
Logout
sy Enter Division Data
Teacher/instructor Entry Form
Submit Data to DOE
(+)Administration
This form has three sections with multiple entries per section. All three sections must be entered, and all data fields Reports
within each section with an asterisk must be completed
TEST
Clicking the Save button will save all entries for this teacherinstructor. Save your wark often User Information
Iarie Williams
School : APPALACHIA HIGH mariewilliams U
School Year : 2012-2013 Dept of Education
Staf
“Teacher/instructor Type Wise County (096)
*First N
1StHame | | VDOE Application
Middle Name [ | Contact
Vanessa Wigand
“LastName [ | (804) 225-3300
Type of Instruction delivered
(Selection required only if person is a
teacher) VDOE SSWS Admin
“Drivers license number l:l Vickie McCrary
(804) 225-2827
ite & Location of Endorsement Courses (Teachers ONLY) 3

& Local intranet hov| Hiown -
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T # VIRGINIA DEPARTMENT OF EDUCATION . . :
S5WS Menu >> DEP Home >> School Data Entry >» Enter Data >> Dri eache = >> Add/Edit Teacherfinstructor
Enter School Data
Logout
sy Enter Division Data
Teacher/instructor Entry Form
Submit Data to DOE
(+)Administration
This form has three sections with multiple entries per section. All three sections must be entered, and all data fields Reports
within each section with an asterisk must be completed
TEST
Clicking the Save button will save all entries for this teacherinstructor. Save your wark often User Information
Iarie Williams
School : APPALACHIA HIGH mariewilliams
School Year : 2012-2013 Dept of Education
Staf
“Teacher/instructor Type Wise County (096)
*First N
irst Name |Ann | VDOE Application
Middle Name [ | Contact
Vanessa Wigand
“LastName |Woodall | (804) 225-3300
Type of Instruction delivered
{Selection required only if person is a Classroom and In car |%
teacher) MNane VDOE SSWS Admin
“Drivers license number Classroom Only Vickie McCrary
In Car Onl (804) 225-2827
assroom and In ca =

& Local intranet hov| Hiown -
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School Year : 2012-2013 Dept. of Education =
= Staft
Teacher/in: for Information
“Teacher/nstructor Type Wise County (096)
*First N
irst Name |Ann | VDOE Application
Middle Mame [ | Contact
Vanessa Wigand
“LastName |wWoodall | (804) 225-3300
Type of Instruction delivered
{Selection required only if person is a Classroom and In car %
teacher) VDOE SSWS Admin
“*Driver's license number 2863764530 Vickie McCrary
(804) 225-2827
Date & Location of Two Endorsement Courses (Teachers ONLY)
Date and college/university where teacher successfully completed the two driver education endorsement courses. }., Adobe's Acrobat
William and Mary Endorsement Reader
“Endarsement Course 1
] wicrosoft Excel
Reader
v Endorsement
“Endorsement Course 2. 4
255 characters maximum
Endorsement Coursework & Training information (Paraprofessionals ONLY)
Date and liversity where par 1al sL the endarsement coursework and dates
and hours of in-service training.
“Endorsement Course 1 3

& Local intranet hov| Hiown -

T Gettin struc, . /= DEP: Add/Edit .. | 1 nbox

If Teacher/Instructor Type selected is “Teacher,” you will not be able to enter information in the Paraprofessionals Only section. If the type is
“paraprofessional,” you will not be able to enter information in the “Teachers ONLY area.”

Scroll to the bottom of the page.
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Date and college/university where teacher successfully completed the two driver education endarsement courses }. Adobe's Acrobat !
William and Mary Erdorsement Reader
“Endorsement Course 1
] wicrosoft Excel

255 characters maximum Reader
“Endorsement Course 2

255 characters maximum

Endorsement Coursework & Training rmation (Paraprofessionals ONLY)

Date and collegefuniversity where par 1al sL the endarsement coursework and dates
and hours of in-service training.
“Endorsement Course 1

255 characters maximum
“Endorsement Course 2.

255 characters maximum
“Date, Location, Hours of
Training:
(minimum eight hours of training
G i ) 255 characters maximum
Start of Page

v

, 100%
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Click the “Save” button. You’ll be brought back to the screen where you can enter additional teachers and instructors or submit the form. The
top part of the screen shows that data has been saved successfully. Scroll down to the bottom section of the page.
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- VIRGINIA DEPARTMENT OF EDUCATION . . 2
S5WS Menu >> DEP Home >> School Data Entry »» Enter Data >> Driver Education Teachersi/instructors

Enter School Data

Logout Enter Division Data
Driver Education Teachers/Instructors
Submit Data to DOE
« Data Saved successfully. (+)JAdministration
Below is the list of teachers atthis school identified with the Driver Education program. Clicking the Edit link in a teacher's Reports
row will open the data entry page for thatteacher. If a teacher is notin the list, click the Add TeacherInstructor button to
add them to the list. TEST
User Information
The list may be sorted as required by clicking the column title for the data element desired. Clicking to title once will sort Marie Williams
the list on that item in ascending order, clicking it again will sortthe listin descending order. mariewilliams
Dept. of Education
0Once you have provided all of the required infermation, and checked to make sure the infermation is accurate, please Staff
click the button below marked “Submit to School Division™ to complete your submission.
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information.
Any additional changes must be made by the school division. All update controls will be removed and all Edit links will be VDOE Application L
changed to View Contact
Vanessa Wigand
Once submitted, each school must print the Approval Report and send it to the Division Superintendent for (804) 225-3300
signature/approval. -
Please read and understand the certification text just above the Submit butten. VDOE SSWS Admin

Vickie McCrary
School: APPALACHIA HIGH (804) 225-2827

1 indicates column is sortable

Done & Local intranet hov| Hiown -
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The list may be sorted as required by clicking the column title for the data element desired. Clicking to title once will sort Marie Williams _
the list on that item in ascending order, clicking it again will sortthe listin descending order. mariewilliams
Dept. of Education
Once you have provided all of the required information, and checked to make sure the information is accurate, please Staff
click the button below marked “Submit to School Division™ to complete your submission.
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information
Any additional changes must be made by the school division. All update controls will be removed and all Edit links will be VDOE Application
changed to View. Contact
Vanessa Wigand
Once submitted, each school must print the Approval Report and send it to the Division Superintendent for (804) 225-3300
signature/approval. (#Emai
Please read and understand the certification text just above the Submit buttan. VDOE SSWS Admin
Vickie McCrary
School: APPALACHIA HIGH (804) 225-2827
1 indicates column is sortable
Name 1 [Teacheriinstructor Type 1 ____|Teacherfnstructor License Number 1 ____[action |
Woodall, Ann,  Teacher 2068764530 Edit| Delete A raone's acrobat
Reader
| certify that the proposed driver education program meets all the requiremnents for a state-approved program as
specified by the Code of Virginia and the Curriculum and Administration Guide for Criver Education in Virginia. | E_] Wicrosoft Excel
understand that only teachers with a valid Virginia teaching license and an endorsement in driver education may deliver Reader
classroom and in-car instruction. Approved paraprofessionals may conduct in-car driver education instruction when _
supervised by properly-endorsed staff. | understand that students who receive instruction from a teacher without a
driver education endorsement will not be eligible for a Virginia driver's license.
Add Teacher/Instructor Submitto School Division ]
Start of Page
v

H100% -

The information you entered is displayed on the list above the buttons and certification statement.

Continue adding teachers and instructors until all are displayed correctly (see above).
Then click “Submit to School Division.”

The screen will show that the data has been submitted successfully, and ask you to open or save the report which must be printed, signed by the
principal, signed by the division superintendent, and mailed to DOE by September 30.
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T # VIRGINIA DEPARTMENT OF EDUCATION . . 2
S5WS Menu >> DEP Home >> School Data Entry »» Enter Data >> Driver Education Teachersi/instructors
Enter School Data

. . fGile Download Enter Division Data
Driver Education Teachers/Instruc

Do you want to open or save this file? Submit Data to DOE
s Di.ilﬁ submitted successfully. . ! (e e bemmEt? (+)JAdministration
Below is the list of teachers atthis school identifi
. Type: Adobe Acrabat 7.0 Document Reports
row will open the data entry page for thatteacher. i -
" Fiom: t1pe.doe.virginia.gov
add them to the list. TEST
o ] [ A ] I = User Information
en ave angel
The list may be sorted as required by clicking the = Marie Williams
the list on that item in ascending order, clicking it mariewilliams
While files from the | be useful, some (i ial CCLACAEE T
e oo ile files from the Intenet can be useful, some files can patentially
©nce you have provided all of ihe required inform harm pour computer. If you do not trust the source, do not open ar Staft
click the button below marked “Submit to School sava this file. What's the risk?
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information.
Any additional changes must be made by the school division. All update controls will be removed and all Edit links will be VDOE Application
changed to View Contact
Vanessa Wigand
Once submitted, each school must print the Approval Report and send it to the Division Superintendent for (804) 225-3300 E
signature/approval.
Please read and understand the certification text just above the Submit butten. VDOE SSWS Admin

Vickie McCrary
School: APPALACHIA HIGH (804) 225-2827

1indicates column is sortable

*. Done & Local intranet R B

v

If you click open, the report appears with all the information you have entered.
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Virginia Department of Education Al
2012-2013 APPLICATION FOR DRIVER EDUCATION PROGRAM APPROVAL
Division: Wise County Public Schools School:  Appalachia High
Phone (276) 565-0214 Fax:
List of classroom and in-car driver education teachers
Mode of Last First Middle Driver's License| Date & Location of Endorsement Courses
Instruction Number
5/10/2011 William and Mary Endorsement Course 1
Classroom and Inl woogal Ann 2068764530
5/10/2011 William and Mary Endorsement Course 2
I certify the proposed driver educarion program meets all requirements for a siate-approved program as specified by the Code of Virginia, Board of Educarion reguiarions, and the
Curriculum and Administrative Guide }:rgfm Education in Virginia. 1 nderstondhat ey soachers wih & i Virginia teaching license and an endorsement in driver
education that are included on this form may deliver classroom and m-car instruction at this school  Approved paraprofessionals may conduct in-car driver education instruction
when supervised by properly-endorsed st
Tunderstand that students who receive instruction from a teacher without proper endorsement will not be eligible for a Virginia driver's license.
Principal Headmaster Signature Date E Mail Address
Please sign and send this form to vour division Superintendent for signature.
Division Superintendent or Designes Signanie Date
Please fax or mail the stﬁsd copy of this form to your school division superintendent for approval. The teachers' driver's license information on this form will be shared with the L
Virginia Department of Motor Vehicles
Sep 08,2012 10:15 FM Pageicfi
A
Done & Local intranet R B

Ensure it is correct. Notify the division level contact if the form must be corrected. Otherwise, print the report and follow the instructions on

the form. You can close the report on the screen by clicking on the x in the top right.
If you are working at the division level, the screen will appear as shown on the next page. Otherwise, both buttons will be grayed out.

Log out or click on “Enter School Data” if you need to complete another report.
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e >> School Data Entry >> Enter Data >> Driver Education Teachers/instructors

~
Enter School Data 1
Logout Enter Division Data
Driver Education Teachers/Instructors
Submit Data to DOE
« Data submitted successfully. (+)Administration
Below is the list of teachers atthis school identified with the Driver Education program. Clicking the Edit link in a teacher's Coxanc
row will open the data entry page for thatteacher. If a teacher is notin the list, click the Add TeacherInstructor button to
add them to the list. TEST
User Information
The list may be sorted as required by clicking the column title for the data element desired. Clicking to title once will sort Marie Williams
the list on that item in ascending order, clicking it again will sortthe listin descending order. marie.williams
Dept. of Education
Once you have provided all of the required information, and checked to make sure the information is accurate, please Staff
click the button below marked “Submit to School Division™ to complete your submission.
Wise County (096)
Please note: Once complete; Data Entry Status will change to Complete, you will NOT be able to change the information
Any additional changes must be made by the school division. All update controls will be removed and all Edit links will be VDOE Application
changed to View. Contact
Vanessa Wigand
Once submitted, each school must print the Approval Report and send it to the Division Superintendent for (804) 225-3300
signature/approval. -
Please read and understand the certification text just above the Submit butten. VDOE SSWS Admin
Vickie McCrary
School: APPALACHIA HIGH (804) 225-2827
1 indicates column is sortable
Name 1 [Teacherinstructor Type ; ___[Teacherinstructor License Number 1 _____[action | 1
Woodall, Ann,  Teacher 2988784530 Edit| Delete A rgone's acrobat
Reader
l Add Teacher/Instructor I E_]Mn:msnﬂ Excel v

& Local intranet -
B

If you fail print the report immediately after you submit it, click on the Reports button to see the list of reports available to you. The Driver
Education Program Approval report will be on your list.
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